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Internal Orders
Course Objectives

e [ earn to create an internal order and release
1t for use.

* Learn to create internal order groups and
attach internal orders to a group.

* Run reports for internal orders.
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Internal Orders

* Internal orders are used to statistically
accumulate program costs, cost pools, or
special interest costs that are not associated
with capital work or grants.

 Internal orders are created or changed by
the Agency Accounting Management and
the Agency Accounting Specialist roles.

AASIS Support Center
COIO — Internal Orders, Version2

Cantemher 2004
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Internal Order Groups

* There 1s one standard order hierarchy in
AASIS named ARK ORDERS and all
orders should be attached to a group within
this hierarchy.

* Internal orders can also be attached to
alternate groups to report data in a different
way.

1-6
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Status Control

 Status control by internal orders 1s selected
to allow plans, commitments, revenue, and
expenditures to start or stop.

AASIS Support Center

COIO — Internal Orders, Version2
Cantemher 2004
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Successtul use of internal orders

When you create an internal order, keep in mind that
your agency staff will need to utilize the internal order
coding on transactions.

Make sure that information about new internal orders is
passed on to agency accounting and purchasing staff.

If internal orders are to be used to assign personnel
costs, make sure that human resource staff is also
aware of any changes.
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Creating Internal Orders
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&

Create Internal Order

Transaction Code: KOO1

Internal Orders

B9 H @@ E | DEE OYa EE @ o

SAP Easy Access AASIS MENU

(3= | & | & B 2| [ a

=

AASIS

D F awarites
'a SAF menu
[» [:l Office
[ D Lagistics
7 i Accounting
[ D Financial Accounting
[ D Treasung
F E Contralling
e E Cost Element Aecounting
w7 'a hdaster O ata
[+ [ CostElement
[ D Cost Element Graup

[) KOOZ - Change
[ K002 - Display
[» D Flanning
[» D Auctual Postings
B [ Information System
B> 771 Erwironment

Support Center
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Order Edit Goto Extras Environment  System  Help

& Bjd H I C@@  DEE D0a8 FEE @O

Create Internal Order: Initial Screen

[E] Master data

Order type Ei'

Reference
Order

1. Enter Order Type. This is your Business Area
number.
2. Click the Master data button to continue.

An order type has been configured for each
agency currently using the system. If an order
type has not been configured for your agency,
contact the AASIS support center. The order type
determines the planning profiles and input fields.
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Order Edit Goto Extras  Enwironment  System

o a0 A

Internal Orde

Help
SEHE DDLHHDIEE @

rs

Create Internal Order: Initial Screen

B] Master data

Order type o531

Reference
Order

Set controlling area

Controlling area

v J %

ark] Ei'

Type in controlling area ark and click the
green check.

B Svar | o v s | g S Lo

| =2 e ] | = e e IICI.-.II‘L.II::U[I:: INEGINGl LU, |||_amﬂ!)wi-’m.
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Order Edit Goto

Extrazs  Environment

Systerm  Help

B dHeae SR D040 EE @

Internal Orders

—
]
o
o

Create Internai Order: Master data

@ @ Settlameant Rule

Order IbE1atst [=) Order type e
Shart text test arder 1 |i

1. Enter the number* and description of
the internal order.

Assignments || Control data | Prd-end closing  § General data | Inwestments |

Azzignments
Company Code
Business Area
Flant
Functional Area
Object Claszsz
Frofit Centar
Responsible CCir
MWHS element
Requesting CCtr
Requesting arder
Sales Order
Jurisdiction Code

Location/Plant

External arder no.

ARE State of Akanzas

BE1D
ADMN FinfAdminfinternal Sves
Owarhead B

2. Enter the business area.

3. Optional: if the internal order will
always be reported in only one cost
center, fill in the responsible cost center.

4. Suggested: To identify the internal
order group this internal order is attached

to, type the group name in the External
order no. field.

*The numbering convention for internal orders is the letter I plus the
four digit business area plus a 3-character alpha numeric identifier.
(The system will also accept a fourth character if three is not enough.)
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Order Edit &oto Extras  Enwironment System  Help

all g CaQ DHBIODLOD AR @
Create Internal Order: Master dala

H B B setiement i 1. Click the Control data tab.

Order IGE10TST Order type GE1D Dept of Finance a..
Shart text test arder 1 [

Assignments  Control data || Prd-end dlosing || General da

2. Click Allowed transactions to view a list
S er—— of allowed transactions. Orders must be
B released to accept actual charges.

Courrency [[:11] I.j:l._UnitedStatesDollar Business transaction '.'.'ar'n'ing

Order categony 1 Internal Order (Contralling

w'| Statistical order Actual postad CI EFRE

Y
_ Eeleaze [:]
DPIan-lntegrate.d arder ELOC Lock
L BETAE Technically complete
¥| Commitment update KABG Automat. WIP!{results analusis
EABE Settlement account assignment
ESEM Manual WIP{results analysis
KBFC fSwailability control

E&EBF Plan Settimnt Acc. A=ssignment
KENG Budget supplement

KERG Budget return

KEUD Budgetding

KEBW1 Sender of carryover

KEWZ Receiver of carryover

KEFE Write budget line ditems
KFFE Indiwidual measure

KFFF Transfer price agreement
EMOE Earmarked funds

Kons Deb+it from plan settlement

KSTE Unit costing [planning]
ESTF Total cost plannin
| P g [:]

[>|512 sapetr | INS
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Order Edit &oto xtras  Enwironment  System  Help

Internal Orders

18 @@ CHE DDOo0 BAE @0

Create Internal Order: Master dala

@ E)ﬁ Eﬁ Settlement Rule

Order IOE10TST Order type GE10 Dept of Finance a..
Shart test test arder 1 &

Assignments  Contrel data | Frd-end closing || Generaldata | Investments |

Status

System status REL

o]
ey Allowed transacts. |

|T|A Tech. comple |

Control data

Currency uso @nited States Dollar

Order zategony 1 Internal Order (Contralling)
w'| Statistical order Actual posted CChr

D Plan-integrated arder

Revrenue postings

= Click the Release button to change System
status to Released. (You will not be able

to statistically post anything to the order
while the status is set to CRTD.)

|@ Order has been released

[>|512 sapetr NS 7

AASIS Support Center

COIO — Internal Orders, Version2
Cantemher 2004

1-15



An AASIS Training Guide

Order Edit &oto wxtras Enwironment  System

18 @@ CHE DDOo0 BAE @0

Internal Orders

Help

Create Internal Order: Master dala
@ E)ﬁ Eﬁ Settlement Rule

Order IOE10TST Order type GE10 Dept of Finance a..
Shart test test arder 1 &
Assignments  Contrel data | Frd-end closing || Generaldata | Investments |
Status
System status REL

o]
ey Allowed transacts. |

|T|A Tech. comple |

Control data

Currency uso Iﬁ{__'LInited States Dollar
Order zategony 1 Internal Order (Contralling)

w'| Statistical order Actual posted CChr
DPIan-integrated arder
Revrenue postings

v | Commitment update

Note the REL System Status and the message
at the bottom: Order was released.

Click the save button to save the internal
order.

|@ Order has been released

AASIS Support Center
COIO — Internal Orders, Version2
Cantemher 2004
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Internal Orders

G| 0 z2faH e@e CHE HDL0 PE @E

Create Internal Order: initial screen

| [I] Master D ata |

You will get a message at the bottom of the
screen confirming that the order was created.

AASIS Support Center
COIO — Internal Orders, Version2
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Status of Internal Orders

e CRTD: Internal order has been created. No
postings are allowed until 1t 1s released.

 REL: Internal order has been released for
postings.
 TECO: Technically complete allows existing

commitments to be paid, but no new
commitments can be posted to the internal order.

 CLSD: Internal order 1s closed. No further
postings are allowed.

1-18
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Making Changes to Internal
Orders

* Changes can be made to internal orders by using
transaction KOO2.

 This is the transaction used to change the status.

* Other changes could include the description or the
assigned cost center.

* The internal order number cannot be changed.

1-19
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Change Internal Order
Transaction Code: KOQ02

Internal Orders

Menu  Edit Favorites Extras  System Help

& afdH C@@ OEE Dhoan EE @

SAP Easy Access AASIS MENU
B2 EB 2| v a

b [ Favorites
= {3 SAP standard menu
b [ Office
b [ Logistics
= {23 Accounting
B 3 Financial Accourting
B Treasury
= {3 Controlling
P [ Cost Element Accourting
b [ Cost Center Accounting
= ‘3 Intermal Orders
7 {3 Master data
= {3 Order

2 K003 - Display
P (3 Collective processing
3 Order group
P (3 Current settings
B [ Planning
[ Budgeting
B [ Actusl postings
b [ Period-end closing
b [ Year-End Closing

L o
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Internal Orders

gl 20 aaHeee SHEatos DD
Change Internal Order: Initial screen

| [.] hlaster rata |

Enter the internal order to be changed
and click Master data.

AASIS Support Center
COIO — Internal Orders, Version2
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Order Edit Goto  Extrazs Enwironment  Swystem  Help

JBea@ LDEE S000 HE @M

E Change Internai Order: Master data
@ Epj @ Seftlement Rule

Order IGE1GTET Order type GE10 Dept of Finance a..
Short text test order 1 B
Azsignments  Caontrol data k Prd-end closing k General data k Investments
Status
System status REL

|v|A Tach. comple |
4%, FAllowed transacts. |

e —
Control data

Currency uso Iﬁ{__United States Dallar

Order categony 1

Intarnal Order (Cantralling)
w| Statistical order Actual posted CCir
DF‘Ian-integrated arder

Rewenue postings

¥ | Commitment update

To change the status, click the control

data tab and toggle the buttons to the
right of System status.

|>|512 sapetr | INS o
AASIS Support Center
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Enwironment System

Help

Internal Orders

I8 Ca@ DHEE 000 HE @M

E Change Internal Order: Master data

ﬁél Bj @ Seftlement Rule

Order IAG1QTST

Short text test arder 4

Azsignments  Control data

Status

Order type GE10 Dept of Finance a..

k Frd-end closing

[

{ ®eneraldata | Inwestments |

System status TECO

o
L Allowed fransacts. |

|v| i Claosa |

Control data

Currenoy uso @nited

Order categons 1

w| Statistical order

DPIan-integrated arder
Rewenue postings

w| Commitment update

States Dollar

Internal Order (Contralling)

Actual posted CCir

internal order is saved.

System status changed. Note that the
change does not really take effect until the

|@ The order tecnically completad

AASIS Support Center

COIO — Internal Orders, Version2
Cantemher 2004

|>|512 sapetr | INS 3
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Creating Internal Order Groups
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Internal Order Groups

It is recommended that each internal order be assigned to
an internal order group within the Arkansas hierarchy
ARK ORDERS.

» Each agency has a hierarchical group within the
ARK ORDERS group. The naming convention is the
four digit business area followed by ORDERS.

* New groups can be created by agencies.

1-25

AASIS Support Center
COIO — Internal Orders, Version2
Cantemher 2004



An AASIS Training Guide
Internal Orders

Internal Order Groups

* Alternate groups can exist outside of the standard
Arkansas hierarchy.

* An internal order can belong to its group within
ARK ORDERS and more than one alternate group.

* For ease of reporting, each internal order for the
agency should be attached to that agency’s group
within the ARK ORDERS hierarchy.

 After the group is created, the internal orders can be
attached.

1-26
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Internal Orders

Create Internal Order Group
Transaction Code: KOH1

S k433000036 - Assign Commitment ltems to G/L Acct
S_ALR 87012934 - Orders: Current period/cumulative
#| v _DE% BO0000Z5 - Reporting (SPL) -= Balance sheet reports -= Trial Balan
= PHI 46000172 - Wage Type Reporter
= ALR 87012634 - Commitment/Act. Budget Line ltems
3 5AP standard menu
» [ Office
» [ Logistics
7 {3 Accounting
> [ Financial Accounting
[0 Treasury
= {3 Controlling
b [ Cost Elerment Accounting
b [ Cost Center Accounting
= 3 Internal Orders
% {3 Master data
b (3 Order
I (O Collective processing

[ KOH2 - Change
) KOH3 - Display
B (3 Current settings
[ Planning
b [ Budgeting
P [ Actual postings

B (3 Period-end closing
I 07 YasrFEnd Clacing

i | SESSION_MANAGER b=l sapgas OVR

1-27
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Group  Edit  Goto Extraz  Environment  System Help
& B/ CEaQ 2 @
Create Order Group: Initial Screen
Ga
Order roup GE1G0rdgrp @
Reference I
frier Sree Make up a name for your order group. The

first four digits will be your agency code,
followed by six other digits. They may not
all be numbers—you have to use at least one
letter. Click the hierarchy button to continue.

In this example, we are creating a group
which we will later attach to the standard
hierarchy.

1-28
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Create Order Group: Structure

Q ﬁﬁ Same Lewvel ug'.; Lower Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}

GE100RDGREP Internal Order Group for Training]

Enter a description for your order group.

You can attach other groups by clicking the
Same level and Lower level buttons. Click
the Order button to add internal orders to the

group.

1-29
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Create Order Group: Structure

Q ﬁﬁ Same Lewel ug'.; Lower Lewel ﬁﬁ Order | Deselact All | 43 Order I:f:—}
BE1BORDGRF

Order Humber (1)

Search by controlling area / processing group k Search by controllin... | by |I| EI

A4 A4 A4 A4 A

Controling Area D ARk

Proceszing group

Order Type 06 10|
Order

Shart text

bl amimurmn no. af hits 500

You can search for internal orders to attach to the
group by clicking the arrow next to the selection.
When the selection box pops up, enter your agency
code in the Order Type box and click the green check.

||| B

1-30
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Order Number Internal Orders
% Search by controling area / processing group k Search by oo | h E E
| T

LAl E =

Controlling Area: ARK
Frozessing group: 00
Order Type: OG0

Order | Short text

10610079 dfa internal order
10610020 dfa internal order
10610081 dfa internal order

[«][»]

10610082 dfa internal order
10610083 dfa internal order
I0G10TST  test order 1
I0510UTO1 Use Tax Training 1
IDG10UTOZ Use Tax Training 2
106100 TOP—+ T

== Place your cursor on the desired internal order to
e highlight it, then click the green check to select it.

106100 TO)

I0510UTOS Use Tax Training &

1DG10UTOS Use Tax Training 9

I0510UTA0 Use Tax Training 10
I0G10UT41 Use Tax Training 11
I0510UTAZ2 Use Tax Training 12
I0610UT43 Use Tax Training 13
I0510UT14 Use Tax Training 14
I0610UTAS Use Tax Training 15
10G10UTAS Use Tax Training 16
I0510UTAF Usze Tax Training 17
I0G10UTA2 Use Tax Training 18
I0510UTAS Use Tax Training 19
I0510UT20 Use Tax Training 20
10G10UT21 Use Tax Training 21
I0510UT22 Use Tax Training 22
10G10UT22 Use Tax Training 23

| &

73 Entries Found
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Change Order Group: Structure

Q ﬁﬁ Same Lewvel ug'.; Lower Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}

GE100RDGRE frder Group for Training
IAE10063 dfa internal order
IAE10TST test order 1
IAE10TS2 tezt order 2
IAE10TS: test order 2

Use the same process to attach as many internal orders to the
group as desired. Click the save button. The Internal order
descriptions will automatically be filled in and you’ll get a
message at the bottom that the changes have been saved.
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Changing Internal Order Groups
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Changing Internal Order
Groups

o [If the new internal order group you have created 1s not
an alternate group, you will need to add it to the

ARK ORDERS group.

* To add the new group to the agency’s hierarchy, it will
be necessary to change that agency’s group.

* To add the new agency group to Arkansas hierarchy, it
will be necessary to change the ARK ORDERS group.

1-34
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Change Internal Order Group
Transaction Code: KOH2

tlenu  Edit Fawvarites Esxtras  System Help ;
BaHICee CHE a0 BE @@ =

SAP Easy Access AASIS MENU
B & | 5| & B2 v a

P [ Favorites
= (3 SAP standard menu
b (3 Office
b (3 Logistics
=2 '3 Accounting
P [ Financial Accounting
P [ Treasury
= 3 Controlling
P [ Cost Element Accounting
P [ Cost Center Accounting
= 3 Internal Orders
= {3 Master data
B [0 Order
B [ Collective processing
= (3 Order group
2 KOH1 - Create

(@ KOH3 - Display
B [ Current settings
> [T Planninn

1-35
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gl 00 B Cee CHEDDODIRE @

Change Order Group: Initial Screen

BE1B0ORDERS

Type in the name of the order group to be changed, or click the
drop down box to select it. Click the hierarchy button.

AASIS Support Center
COIO — Internal Orders, Version2
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Group  Edit  Goto Estras

Change Order Group: Structure
Q ﬁﬁ Same Lewvel ug'.; Lower Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}

OE100RDERS Dept of Finance and Hdm

Orders
—E BE1GEED Employee Benefits Rivi=zion Int. Orders
B A518EEDCAF EED Cafeteria F1
B AE1BEEDLIF EED Life

BB G618EEDDEF EED Deferred Compe
B AE18EEDHL EED Health Care

L The selected order group is displayed. Place the cursor on the ‘
—1 order group to select it and click the lower level button. & | gyer jevel

ation

B AE1GACCT OF% 0Office of Accounting

B ABE1BPERMAT OF8 0ffice of Personnel Management
B BE1A5TPUR OF% Office of 5tate Purchasing
—EE GBE1BINTSER OF% Intergowernmental Services
—E 0E10AKSIS ODF& AASIS

B G&1GINTADT Internal Audit

B 6E13CRDET Criminal Detention

—EE AE1BEMPEEN Employes Benefits

—EE AE18BUDGET Eudget

— B ABE1BINFSER Information Services

1-37
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wtras

BIH @@ CRHE DO

Internal Orders

E 2| @

Change Order Group: Structure
Q ﬁﬁ Same Lewvel ug'.; Lower Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}

OE100RDERS Oept of Finance and Hdmin Orders
_E I -
—E A#E18EED Employes Benefits Division Int. Orders

B GE1BEEOCAF
BB GE18EBOLIF

B pedaERnOEE

EEBD Cafeteria Flan
EED Life

EBN Defenped Comeorn +o

B a&10A0MSREY
M GEABACCT
—EBE GE13FERMAT
—BE GE185TPUR
B GE13INTSER
B GE18AASTS
B GE13INTADT
—BE G&18CRDET
—EBE G&13EMFEEN
—BE G518EUDGET
——BE G513INFSER

A blank line is added to the order group.
new group to be added or click on the black arrow to select it.

Type in the name of the

ML 3 MINTSEraLT0n
OFA Administration Services

OF8 0ffdice of Accounting

OF% 0Office of Personnel Management
OF8 0ffdice of State Purchasing

OF% Intergovernmental Serwvices

DF& A85T5

Internal Audit

Criminal Detention

Employee Benefits

EBudget

Information Serwices

AASIS Support Center
COIO — Internal Orders, Version2

Cantemher 2004
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ITH e ERE 008 HE @o

Internal Orders

Change Order Group:

Structure

Q ﬁﬁ Same Lewvel ug'.; Lower Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}

OE100RDERS [lept of Finance and Admin Orders
- -
—E A#E18EED Employes Benefits Division Int. Orders
B GE1BEEOCAF EED Cafeteria Flan
BB A518EEDOLIF EED Life
B AE18EEDDOEF EED Deferred Compensation
B A513EBOHC EED Health Care
B GE1BEEDRY EED Fh! P —r—
CRCTEOR o0 [ 4
—E 0516TECH oh Techns ) (FESHG o ths sEjesl (ider Gioup BETOORDRFY
—E GEABCHTADH OF% Central iz not possible
—E 0610ADMSRY OF& Admini:
M GEABACCT ODF8 Office
[ AE18PERMAT OF& 0Office
B BE1B5TRUR ODF8 Office
I AE18INTSER DF& Interqg
M GEABALSTS DF& A85T5 L @
B GE13INTADT Internal A
B GBE1BCROET Criminal Detention
B AE13EMFBEN Employee Benefits
I acdaplIRGET Budast

AASIS will not allow this Order group to be inserted, because it
contains internal orders that are already contained in other
groups within the hierarchy. It will be necessary to remove those
orders from the group before it can be added.

AASIS Support Center

COIO — Internal Orders, Version2
Cantemher 2004
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Change Order Group: Initial Screen

BE1G0RDGRP

The new order group is entered in the selection screen for KOH2,
change internal order group. Click the hierarchy button.

AASIS Support Center
COIO — Internal Orders, Version2
- NNA4




An AASIS Training Guide
Internal Orders

Change Order Group: Structure

Q ﬁﬁ Same Lewvel ug'.; Lower Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}

GE100RDGRE Order Group for Training

1oefoaas dfa internal order
IAE10TST test order 1
IAE10TS2 tezt order 2
IAE10TS: test order 2

To remove unwanted internal orders, it will be necessary to select
them first. Place the cursor on the internal order and click the
Edit key on the blue menu bar.

Please note that removal from the group does not change the

status. The internal order can still be used if the status was
released.

1-41
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Internal Orders

Group  Edit  Goto Estras

Gl | choos CEQ CHE DDoD BE @M
Find Ctrl+F
Change tiure
Select Fg
[x Deselect ShiftrFE r Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}
BE1B0RDGRP - oiected Enty " hing
IEEHBE Order Group L
IOE18T  qrger .
IAE10T
IoE1aT Wariable k
Expand All Fr
Callapse All Fa
Cancel F12

Choose Select from the drop down list.

1-42

AASIS Support Center

COIO — Internal Orders, Version2
Cantemher 2004



An AASIS Training Guide

Internal Orders

3z Swstem  Help

JH @ ERE 0o HEE @

Change Order Group: Structure

Q Deselect All g'_‘"m Inzert at Same Level | | 8% Inzert at Lower Leval

GE100RDGRE Order Group for Training

dfa internal order
IAE10TST test order 1
IAE10TS2 tezt order 2
IAE10TS: test order 2

Once the internal order has been selected, it can be removed by
clicking on the Remove button.

1-43
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) oup E

& 2 dH @ CHE Do HEE @&

Change Order Group: Structure

ﬁ Desalact All g'}n Inzert at Same Lewvel g'__“;, Insert at Lower Lawvel
GE100RDGRE Order Group for Training

dfa internal order
IAE10TST test order 1
IAE10TS2 tezt order 2
IAE10TS: test order 2

The internal order can also be selected by highlighting the name
and clicking the select button. The menu then changes and the
user can click the remove button to remove the internal order.
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Q ﬁﬁ Same Lewvel ug'.; Lower Leweal ﬁﬁ Order | Deselact All | 43 Order I:f:—}

GE100RDGRE Order Group for Training
Wus10TST test order 1
IAE10TS2 test order 2
IOE1RTSS test order 2

Now that the group contains only the new internal order, it should
be possible to add it to the hierarchy after saving.
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Change Order Group: Initial Screen
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BE1G0RDERS

To change the hierarchy, bring up the internal order group
change selection screen (KOH2) and type in the hierarchical
group name. Click the hierarchy button.

AASIS Support Center
COIO — Internal Orders, Version2
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Change Order Group: Structure

Q ﬁﬁ Same Lewvel

ug'.; Lower Lewvel ﬁﬁ Order | Deselact All | 43 Order I:f:—}

AE1A0DERS Oept of Finance afid mdmin Orders
—E BE1GEED Employee Benefits Division Int. Orders
B A518EEDCAF EED Cafeteria Plan
B AE1BEEDLIF EED Life
BB G618EEDDEF EBD Deferred Compensation
B AE18EEDHL EED Health Care
B G518EBDRX EED Fharmacy
B #513EEDEH EED Eehavioral Health
—E GE1BTECH OF& Technology
T AE18CHTADM OF4 Central ddministration
T GE184DMSRY OF4 Adminizstration Services
B AE1GACCT OF% 0Office of Accounting
B ABE1BPERMAT OF8 0ffice of Personnel Management
B BE1A5TPUR OF% Office of 5tate Purchasing
—EE GBE1BINTSER OF% Intergowernmental Services
—E 0E10AKSIS OFA ARSTS
—E GEABINTADT Internal Audit
—E AE18CROET Criminal Detention
—EE AE1BEMPEEN Employes Benefits
—BE ag1
— B ag4

Highlight the group name and click the Lower level button. A
blank line will appear so that the new group can be inserted.
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Change Order Group: Structure

Q ﬁﬁ Same Lewvel ﬁﬁ Order | Deselact All | 43 Order I:f:—}

BE1A0RDERS

— =

@
— @
@
— @
@
— @
=
— &
=
— &
=
— &
— =

—E [He160R0GRP

GBE1GEED

B GE1BEEOCAF
BE1BEEDLIF
GBE1GEBDDEF
BE1BEEDHC
GE1BERDRX
B G613EEDEH

(E2]
(£
(E2]
(£

BE1ETECH
BEABCHTADM
G61640MSRY
BE1BACCT
BE1GFERMGT
BE1B5TPUR
BE1BINTSER
BE1BAASTS
BE1EINTADT
BE1BCROET
GE1EGEMFEEN
BE1GBUDGET
BE1EINFSER

Oept of Finance and Hdmin Orders

Order Group for Training
Employes Benefits Division Int. Orders

OF&
DF&
OF&
DF&
OF&
DF&
OF&
DF&

EED
EED
EED
EED
EED
EED

Cafeteria Plan

Life

Deferred Compensation
Health Care

Fharmacy

Eehawioral Health

Technology

Central Sdministration
fdministration Services

Office of HSccounting

Office of Personnel Management
Office of State Purchasing
Intergovernmental Serwvices
LASTE

Internal Audit

Criminal Detention

Employee Benefits

EBudget
Information Serwices

Enter the group name and save the file.
the change.

AASIS will now accept

AASIS Support Center
COIO — Internal Orders, Version2
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Change QOrder Group: Structure
& u{g Same Lewvel ﬁg Lowmer Lewel u{g Order | Deselect All 6}{’ Order EC—)

BE1A0RDERS bOept of Finance and Admin Orders
—E He100RDGRFP Order Group for Training
—E G&10EED Employes Benefits Diviszdien Int. Orders
B 3510EEDCAF EED Cafeteria Plan
B BE1GEBOLIF EED Life
B @510EBDDEF EED Deferred Compensation
B BE1GEBDHC EED Health Care
B 8510EBDRY EED Pharmacy
B BE1GEBDEH EED Behavioral Health
—E GE16TECH OF% Technology
B B6160CHTADM OF& Central Adminiztration
[—E B&184DMSRY OF% Administration Serwvices
G BE1AMCCT OFS Offdice of Boccounting
& BE1GFERMGT OF8 Offdice of Personnel Management
—E BE1RSTFUR OFS Offdice of State Purchasing
B G6160IHTSER OF4 Intergovernmental Services
B BE168A5IS OFS ASEIS
[—E BE18INTADT Internal #udit
B GE16CROET Criminal Detentdion
B 6610EMPEEN Employes Benefits
B GE16BEUDGET Budget
—— B BE1RINFSER Information Services

Note the message at the bottom. The changes were saved.

LY *IL
@ The changes have been zaved

(L]l |
|@ The changes have been sa\te‘/ [ | 512 zapetr | |
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